
Jobs Employment & Training Services Pty Ltd
ABN 44111 241 653


3 February 2007
Dear Applicant,
Thank you for enquiry regarding working at JET. 

Applying for a position with JET is a simple six step process. The process is;

1.
We advertise

2.
Interested people request further information

3.
This letter along with a Selection Criteria is sent out

4.
Responses are considered and a short list of applicants is compiled

· Response must include a Resume and addressed Selection Criteria

5.
Interviews are conducted

· This may involve one or all of the following. Discussion, Demonstrations and Testing.

· Applicants will have these checks conducted

· Referees

· Police Checks etc

6.
Successful applicant commences.

· Probation Period applies

· Unsuccessful applicants will be notified

The application process should be completed within 2 weeks, depending on how quickly you can get your application in. Probation should be completed within three (3) Months. 
The Selection Criteria attached will ask you to respond to a series of questions. We ask that you answer them honestly as JET recruits individuals on a variety of factors including skills, attitude, honesty and how you will fit into our workplace culture. We have a small team of high performers and our reputation is impeccable extending interstate.

We hope you have what we are looking for.
Thanks again for taking the time to consider a position at JET and we look forward to your application. 

Robbie Benson

Director

Driver Trainer/ Instructor Selection Criteria
1.
JET requires a minimum C Class for 3 yrs without conviction. Higher classes are desirable, however training may be provided. Provide a detailed explanation of relevant experience on your various classes of licences.
2.
Demonstrated knowledge of or the ability to rapidly acquire knowledge of the following

· the Australian Road Rules
· Driver Training and Licencing Program (DTAL)

· Transport Distribution Training Packages

3.
JET practices Worklife Balance and understands the need for flexibility in the workplace. JET recognises that people are not machines and have different needs. What are you looking for as an employee working for JET?

· Do you have preferred working hours?

· Do you have family commitments that JET can work around?

· Other things you would like JET to consider?

4.
JET is a small organisation and relies on staff sharing workloads and working together. 

· What skills can you bring to JET?

· What are your stronger points?

· What are your weaker points?

· Use of initiative
5. At JET we use Windows XP, Outlook, Word and Excel. Contract requirements may require use of complex databases. What experience you have had with computers? 

6.
What experience have you had requiring you to maintain paperwork trails and data entry? Give examples. 
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